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B-R-A-F-T 

Procedures for the Initiateon and Review of Research Projects 


Xo Ilia I n itiation of Research Projects 

a« All research projects require the approval of the Chief /E„ la the 
case of small support projects (defined in (5) below) the authority to approve 
projects id delegated to Division and Staff Chiefs# who may further delegate 
the authority to Branch Chiefs* 

bo The procedure for th© initiation of research projects is as 
follows: 

(1) When a Brandi wishes to initiate a research project# other 

than when the animal research program la planned# the Branch shall prepare a 
Project Initiation Maaorandum in th© form shown in Attachment A* If the 
proposed project will delay the completion of a currently scheduled project# 
the Memorandum shall include the following statement* This project will 
delay the completion of Project , until . This Memorandum 

(classified SECRET unless a higher classification is required) shall be 
typed on a ditto master and shall, be forwarded to the Division Chief# who 
will indicate his concurrence by initialing th© Memoraraiiiffio If contributions 
from other Divisions are proposed# the Action Division shall obtain the 
concurrence of the other Divisions* The Msmorandma shall then be forwarded 
to St/PR# which will review th© Memorandum and forward it to the Chief/E 

for approval* m ©n St/PR receives an approved Project Initiation Memorandum# 
it will assign a project number# notify the analyst of the number# and 
prepare and distribute copies of th© Memorandum to th© Branches and Divisions 
and to other interested components outside the Economic Research Area* 

Project sambers will not be assigned before the project has been approved 
by the Ghief/E* 

(2) Th® procedure outlined in (1) above applies to all projects 
which are ejected to result in economic intelligence reports# intelligence 
memoranda# and research aids* Th© Project Initiation Memorandum for each 
such project shall present th© intelligence problem and the terms of 
reference for the project in sufficient detail to permit the Division Chief 
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and the Chief /E to assess the desirability of undertaking the project. If 
necessary, a tentative outline should be submitted with the Memorandum,, 

(3) Project Initiation Memoranda will also be prepared for area- 
wide contributions to National Intelligence Surveys and to National Intelligence 
Estimates and for other area-wide support projects. Memoranda on NIS 
contributions will be prepared by the NIS Coordinator in St/FB, and Memoranda 
on HIE contributions and area-wide support projects normally will be prepared 
by St/PR; St/PB or St/PR will respectively be responsible for obtaining 
the concurrence of the Divisions concerned. 

(li) Formal Project Initiation Memoranda normally will not be 
prepared when only one Branch is involved for projects that are to be under- 
taken to comply with specific requests for support from Agency components 
outside the ERA, from the EIC and its subcommittees or from non-Agency 
requesters. All such projects (other then small support projects to be 
defined below) require the approval of the Chief /E. St/PR is responsible 
for obtaining such approval, notifying the Division concerned and assigning 
a project number to the request. When a Staff Chief, Division Chief, Branch 
Chief or analyst receives an oral or written request for the preparation of 
written intelligence from anyone outside the ERA, including EIC subcommittees, 
he shall contact St/PR to describe the request and indicate the man-hours 
required and the due date. St/PR will obtain the approval of the Chief/E, 
assign a project number and inform the Division and Branch Chiefs concerned. 

(5) Small support projects may be initiated by Staff, Division 
and Branch Chiefs without the specific prior approval of the Chief/E. A 
«m»n support project is defined as any project that (1) is to be undertaken 
in response to an oral or written request from an Agency component outside 
the ERA or a non- Agency requester, (2) will result in the preparation of 
written intelligence, and (3) will require no more than UO man-hours and/or 
will be completed within two weeks from the date of initiation. An analyst 
who receives such a request shall, after obtaining at least Branch Chief 
approval, contact St/PR, describe the request and obtain a project number. 


m2* 
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With respect to current intelligence support* project numbers shall be 
obtained only for research projects undertaken by a Branch at the specific 
request of the Chief Si/CS, who shall be responsible for obtaining the 
numbers* Small support project® will be numbered in a special S-numbered 
series* and Si/PR shall be responsible for maintaining a record of such 
projects* The man-hour® spent on them shall be recorded on analysts 9 time 
sheets in column® Is and J>* Consultation and Support* and a record copy of 
each project shall be kept in the files of the Brandi concerned* 

Co Change© In the research program require the approval of the Chief/E* 
©accept that Division Chiefs are authorized to extend the due dates of projects 
for valid reasons* When the due date for a project is changed* the Division 
shall notify Si/PR of the mm due date. In order to cancel a project, the 
Branch Chief concerned shall submit a memorandum through the Division and 
St/PH to the Chief/E explaining the reason for the request* 

II * l^e Rgvic w of C^ ^letg dJRgggarg^ Projects 

a, When a research project intended for ORE publication is completed, 
the Action Division will submit the draft report, together with 2 copies of 
a standard transmittal sheet for such projects (Sec Attachment B), to tbs 
Chief/E through St/PR, All reports shall be submitted in triple-spaced 
drafts on legal-size paper, and in an original and two copies, 

b 0 Draft reports intended for ORE publication shall be coordinated 
with other appropriate individual® or components in the ERA, and their 
concurrence with the substance and conclusion® of the report shall be 
Indicated by initial® on the transmittal sheet. If a report deals with a 
subject for which the primary production responsibility according to DCID 3A 
falls to an Agency other than CIA* the analyst ©hall attach a memorandum 
indicating the nature and extent of the coordination that has bee undertaken. 
All reports concerned with atomic energy matters shall be coordinated with 
OSI* and the degree of coordination shall be indicated in a memorandum. All 
of the necessary coordination® must be completed prior to submittal of the 
draft report for rev lew by the Chief/E, 
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Co After final approval by the Chief/E the draft report will be 
submitted to St/FB for editing and publication* In the case of IM% the 
Chief* St/PB will obtain final approval from the AD/feR prior to publication 
d* Except as noted in (e«) and (f„) below* when a support project 
(including small support projects and projects done at the request of EIC 
subceiamlttees) is completed* the Action Division shall forward the completed 
project* together with one copy of a standard transmittal sheet for such 
projects (See Attachment C)* to the Chief/E through St/PR* Support projects 
shall be submitted in an original and at least two copies* After approval 
by the Chief /E* the project will be forwarded to St/C* or elsewhere as 
appropriate* for transmittal to the requester* 

e. When a completed HIS contribution has been approved by the Action 
Division* it shall be submitted in U copies to the HIS Coordinator in St/PB 
together with 2 copies of a standard NIS transmittal form (Attachment D)* 
Contributions may be in typescript or reproduced on ditto or Zerox* but the 
style and format must conform to the requirements outlined in the NIS 
Standard Instructions * Three copies of the contribution must be complete 
with proofs of all graphics and with contributions (if any) prepared by 
other Agencies., The fourth copy shall include only the contributions prepared 
in the Ecoxra&e Research Area* A fifth copy* complete with documentation* 
graphics, and contributions from other Agencies* shall be retained in the 
files of the Branch responsible for coordinating the NIS section*, The NIS 
Coordinator will submit 3 copies of the completed contribution to the Office 
of Basic Intelligence and one copy to the Chief/E* through St/PR* for 
review* 

f * When complete and approved by the Brandi and/or Division Chiefs 
concerned* small support projects done for QCI at the request of the Chief* 
St/CS shall be submitted directly to St/CS in an original and one copy* The 
Chief, St/CS shall send to the Chief/E for review prior to publication* copies 
of all current support memoranda aM articles for OCX publications prepared 
in the ERAo 


* k 
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Attachment A 


CENTRAL INTELLLOENCE AGENCY 
Office of Research and Reports 
Economic Research Area 

PROJECT INITIATION MEMORANDUM 


Project No. 
Date: 


TITLE : 


TYPE OILPHO JECT t ORH Publication f~ 7 NIS / 7 NIE / 7 Other / ~'"7 

STATEMENT OF THE INTELLIGENCE PROBL EM t 
ProSlSat" 


Terns of Reference s 


RESPONSIBILITT i 


Man-hours Due Dates Initials 


Action Division t 
' Branch : 

Contributing Divisions t 


vsrmm 


(to action 
branch) 


cpmxX$Xm^F.m$kQ £ : 

Fi ^ncdp .al„AmteBt j 


TEfrae 


Extension 


APPROVED 

Ciiief 9 Economic 
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Attachment 6 


TKI5T 


fcffiMRAHDOM FOR s Chief* Economic Research Area 
THROUGH* Chief* Planning and Review Staff 

SUBJECT* Transmission of Draft Report* Project Ho. 


Titles 


Authors 

HE Hamel ~~ (15KT* 

Contributing analysts? 


ATTACHMENTS s Subject draft report (original and two copies). 

!o Attachment is submitt ed fo r revie w and publica tion. Re commend ed 
category* HR 17 ^ CHU ™ L Z7 Cther / / 

2a Report has been coordinated with: 

nnaHasr 

“iraHsisr” — ch?s sir“ 
" "" Ti a re c asr " — Orsssrr 

3« Arrangements for graphics have T 7 have not / 7 ben made 

through St/FB* ~ ~~ 

U* Information on US military end product© or manpower /" / has 

£Z7 ^ not been used* 

§. Man-hours used in producing this report are r 

6. Estimate cards have jT~ 7 have not / / been submitted to St/PB/A 0 

7o Comments s 


Chief* Division 
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Attachment C 


TOeT 


MEMORANDUM FOR: Chief, Economic Research Area 
THROUGH s Chief, Planning and Review Staff 

SUBJECT* Transmission of Support Project, 

Title* 


Author: 

Contributing analysts* 




ATTACHMENTS* Subject project (original and at least two copies) 


1. Attachment Is submitted for review and forwarding to requester. 
Requester is* 


2. A copy (attached) should also be sent to: 


3a Man-hours used on this project: 
U. Comments: 


Chief, Division 
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Attachment D 


Date 

NIS Area W>» m 

Country 

Section No. ^ 

t ** 

Section Title 

MEMORANDUM R)Rt NIS Coordinator* St/PB ^ __ 

SUBJECT* Submission of NIS 


A 0 Section Coordinator* 

_ — — — jftsasriR^^ 

B 0 Contributing Analysts s 

Analyst Branch Analyst Branch 


Co This Section has been coordinated with* 
Analyst Branch 

f 


Each manuscript copy is assembled as follows* 

Number of Pages 

Number 

Title Page 

Tables 

Table of Contents 

Maps 

List of Figures 

Charts 

Caption list 

Graphs 

Text 

Photos 

Other 

Other 


Eo Confidents on classification or control of dissemination* 


F 0 uther consents* 

Approved* Signed* 

Mvision 1SRIef^(^ or TKEiBHH^ ”^icHornjo^HSEOT 
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Analyst 


Branch 
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for Plrasi&fig the AxmmX EHA Resaareh Prapma 

imkhks*. rorw.>jan.n««< swessta^sajew wstiwcwaS^'jxtTWa ntnsumt 



X st/PR win distribute a list of the a^reed-gpon, new area-wld® 
pro jests (If aner), together with a list of thotse self-dnltlated area-wide 


if : £l 


the current fiscal year* 
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Upon receipt of these lists, each Brandi will prepare its collate 
progrw for the mm ftseal year and will submit it (original md tm copies) 
in th© form outlined in kmmz 1 0 Mherenoe to the fora is essential, because 
us&fomity in Branch submissions will simplify and greatly facilitate the 
r^srim of the individual programs hy th© respective Division Chiefs and the 
Chief/E and the preparation of th© program by St/PK and St/PB for final 
publication© 

§© The Ckief/E will meet with each Brandi and Division representative 
to disease th© proposed program* Individual Brandi programs will be revised, 
if necessary, &M re-subsnitted- to St/PR« 

6© St/PR 'will comolidat® th® Individual Brandi programs into a draft 
program for the EM m a wholes This draft -Kill be submitted to the AB/RR 
for review and for coordination with other Agency component®* 

?o After coordination md final review, the draft program will be 
sent to St/PB, which will be responsible for ensuring its publication by 
the beginning of the nm fiscal ys»« Before th© program is sent to the 
printing plant for reproduction, St/PB will send an o&aUd copy of the typed 
mats to St/PR, which will prepare the. sanitised versions for dissemination 
outside CIA* 


- 2 - 
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mm i 

told by BRA Branches 

In order to facilitate review and final publication* ERA Branch program© 
to be mtadited on letter«aiss© paper in an original and om carbon copy 
aM in the £am order indicated b©lw* 

1« Cover sheet* to include uw of Branch and Division* and date of 
submission* 

2# list of the mms of professional personnel in the Branchy together 
with the project assignsent® proposed for each analyst in the mm fiscal 


3o Table (Table I) shoeing estimated distribution of mailable mm*h<m t 8 
for th© Branchy hy type of activity* as follows s 


Tym of Activity V 


Man-hours 

ffinsber ""^“^erceafc 


Total 2/ WO 

Project research 

Consultation aM support 

Intelligence aM Estimates File M»ntemmm 

Training 

Administration 

Leave 

MBmtlmmm 

1/ As defined on the reverse sid© of the Analyst Record of 
Time Msirtbution* 

2/ Total manhours - number of analysts expected to be on duty 
(including Branch Chief and Intelligence Assistant) multiplied 
by 2600* 

h» Table (Table 2) showing estimated distribution of man-hours 
available for project research by type of project* m follows: 





Total 


lumber ^Percent 


1/ 100 


Direct Support Projects 

Contributions 2/ 

Reports 3/ 

Other scheduled projects kf 

iftlow&rae for carry-over and unanticipated requirements $f 
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1/ Total manhours available for project research (from Table l)o 
Zf Includes direct manuscript contributions to National Intelligence 
Estimates and National Intelligence Surveys* and specific 
projects undertaken for other consumers as indicated in the list 
of are&«w±d® projects to be prepared by St/PR and sent to each 
Branch* 

J/ Includes individual Branch projects which are intended for 
publication m ORR reports* research aids or intelligence 
iMioranda and tdileh si m directly ftm research undertaken 
specifically to improve the quality of Branch contributions to 
national Intelligence Estimates* to National Intelligence Surreys* 
and to the programs of consumer© other than ONE and 0BI o 
hf Include© all other scheduled Branch projects* 

|/ Carry^OT© r allowance refers to th© number of hour© required 

for final review and checking of reports which will be submitted 
to th© Chief /E before the end of the current fiscal year* but 
which will not b© published until th© next fiscal year,* 

5* List of scheduled &rea«wid@ direct support projects and self •initiated 
area^wid® projects to which th© Branch will contribute* listed in the order 
as given in th® list prepared by St/PR and furnished to each branch* Th© 
list should be drawn up m follows: 

Project lumber lto»hourg i Due Bate 

A* National IntoXMgence Estimates 
B* National. Intelligence Survey© 

Go Other scheduled contributions 
Bo Self •initiated ©rea-wid® projects 

6» List of Branch project® currently scheduled with da® dates (either 
present or proposed) in th® next fiscal year* For each such project give 
the project number* title* man-hours required in th© rms fiscal year* due date* 
and a precis § written in a form suitable for insertion in the published 
programs Th© style of these precis* should conform to that used in the 
published ERA research program for th© current fiscal year* 
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7* Fmpomd new Branch projects, each project to be put on a separate 
page and in the following format t 
Title? 

Intelligence Problem * 

(1 or 2 paragraphs, indicating the intelligence problem and 
giving background information sufficient to provide the 
reviewer with an uisderstandi ng of the rationale for the 
proposed project) 

Princ ipal, Consumer? 

Type of 'Report! (RR, IE, RA, Other) 

(to be spoilt in the new fiscal year) 

Du o Bate? '(to St/PR) 

Analy st t 

wanBo^mnj 

Praliid»nary Outline? 


Precis ? (in the style suitable for insertion in the final 
published program) 
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